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Receiving
Introduction

In the previous topic, you learned to manage Notifications and approve Requisitions. In this
topic, you will learn how to receive goods and services, and correct Receipts.

Objectives

In this topic you will learn how to:

Use the Receiving Page
Create a Full Receipt
Create a Partial Receipt
Viewing Receipts

Correct Receipts

Return Receipts

Receiving Proxy Notification

Let’s begin by learning how to review the Receiving page.

The Receiving Page

Receiving in IAS is required so that invoices may be processed. It is the system-based
(IAS) process for acceptance of goods or services from a vendor. Receiving within IAS is a

simple, three-step process: (1) Selecting Items, (2) Entering Receipt Information, and (3)
Submitting the Receipt.

When you log into the system, the main Shop page is displayed. To begin the Receiving
process, click on the Receiving tab.

Logout 4

: “

ORACLE' iProcurement Shopping Cart Home

Stores | Categories | Shopping Lists | Mon-Catalog Request

Search | Exchange Oracle com v: Go | Advanced Search
Stores Shopping Cart
Main S Your cart contains 2 lines
Main Store j
Main Store Recently Added Lines
cpu 20 EACH
My R isiti computer mon 20 EACH
ly Requisitions
Full List ( Wiew Cart and Checkout
Requisition Description Total (USD) Status Copy Change Receive
67130 computer monitors 9759 80 Incomplete
67063 laptop 612381 Incomplete
67025 Office Chairs 12500 00 Approved ] %=

My Notifications

Full List )
Type From Subject Sent
Requisition MANAGER. BARRY Purchase Requisition 67025 has been approved 13-Nov-2006
Requisition MANAGER. BARRY Purchase Reguisition 67025 has been approved 09-Nov-2006

@ TIP Vacation Rules - Redirect or auto-respond to notifications

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment
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You should now see the Receiving page.

ORACLE iProcurement

Shopping Cart Home Logout Preferences

Help

Shop

Search |ltems to Receive  |% || Find by Requisition Number |

Receiving
Select the receiving action you want to perform

* Receive ltem

+ Retumn \Iemai )

Requisitions to Receive

Click Receive to create receipts for the items on the requisition

» Correct Receipts
e View Receipts

Requisition

67025

Requisition Description
Office Chairs

Supplier
BOISE OFFICE EQUIPMENT - 820443814

My Receipts at a Glance
Click View Details to view receipt details
Receipt Transaction Date

Mo data exists

Item Description Receipt Date Supplier

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Order Number
AG-22A7-P-07-0003

Receipt Status

Receiving Process

Receive

Record receipt of the items you ordered. or
receive on behalf of others
Receive ltems

Full List |
Receive
_ Return
% Meed to send items back to the supplier?
Return ltems
Full List |

View Details

Correct
Did you record the wrong receipt quantity?
Correct Receipts

View

View receipts with all associated retumns
and corrections

View Receipts

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

The Receiving page provides users with a number of receiving options.

In the Receiving section, users can choose to Receive Items, Return Items, Correct

Receipts, and View Receipts.

Receiving
Select the receiving action you want to perform

e Heceve ltems
+ Return ltems

Receive Items link

s Correct Receipts
s View Receipts

The Receive Items link allows you to record receipt of the items and/or services you

ordered, or receive on behalf of others.

Return Items link

The Return Items link allows items and/or services to be returned and sent back to the

supplier.

Correct Receipts link

The Correct Receipts link allows you to make corrections to your receipt, specifically

quantity.

View Receipts link

The View Receipts link allows receipts to be viewed with all associated returns and

corrections.

These same options are offered to users on the right side of the Receiving page in the

Receiving Process section.

Draft 1.3, Last Updated: 12/1/2006
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Receiving Process
Receive

Record receipt of the items you erdered. or
receive on behalf of others
Receive ltems

Return

Need to send items back to the supplier?
Return ltems

Did you record the wrong receipt quantity?
Correct Receipts

View receipts with all associated returns
and corrections

View Receipts

These links work just like the links along the top, allowing you to quickly access lists of
requisitions or receipts categorized by what action you want to take: Receive Items, Return
Items, Correct Receipts or View Receipts.

The Requisitions to Receive section of the Receiving page provides a partial list of
Requisitions awaiting action. To view all Requisitions pending receipt, click on the Full List
button in this section.

Requisitions to Receive

Click Receive to create receipts for the items on the requisition Full List ) .
Requisition Requisition Description Supplier Order Number Receive
67025 Office Chairs BOISE OFFICE EQUIPMENT - 520443814 AG-22AT7-P-07-0003 &z

The My Receipts at a Glance section of the Receiving page provides a partial list of Receipts
that have already been created. To view a short list of Receipts that you have created, click
on the Full List button in this section.

My Receipts at a Glance

Click View Details to view receipt details Full List )
Receipt Item Description Receipt Date Transaction Date Supplier  Receipt Status View Details

Mo data exists

Note: If the Full List is too large to manage, use the Search and Select tool to
refine your results.

You can begin receiving items in a variety of ways:

e Click on the Full List button, T and select a specific Requisition to receive.

e Click on the Receive Items link at the top of the page under the Receiving heading.

e Click on the Receive Items link in the Receiving Process box on the right hand side
of the screen.
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e Search for a particular requisition to receipt against using the Search Box at the top
of the page.

With the search tool you can quickly access a particular Requisition or Receipt using
information about that document.

Search |ltems to Receive V Find by Requisition Number V (Go)

The first search box allows you to pick which type of document you would like to search for:
(1) Items to Receive, (2) Items to Return, (3) Receipts to Correct, or (4) Receipts to View.

Once you select the type of document you want to retrieve, you can then search by three
different criteria: (1) Order Number, (2) Requisition Number, or (3) Supplier.

Tip! You can also Receive for a specific Requisition by clicking on the Receive

icon \E in the My Requisitions section of the Shop page.
My Requisitions
I_Full List |
Requisition Description Total (USD) Status Copy Change Receive
67130 computer monitors 9759 80 Incomplete
67063 laptop 5123.81 Incomplete

67025 Office Chairs 12500.00 Approved ]

Note: Express Receiving functionality has been removed from IAS. The Receiving
process has been simplified in this new release to ensure quick, accurate receiving
for users.
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Simple Receiving — Full Receipt

Now, let's take a closer look at the Receiving process. Receiving within IAS is a simple,
three-step process: (1) Selecting Items, (2) Entering Receipt Information, and (3)
Submitting the Receipt.

Step 1: Selecting Items

The first step in the full Receipt process is to find the Requisition that needs to be receipted.
If it is a Requisition that you created, it will be in the list of Requisitions to Receive section
of the Receiving page. That is where we will find the first Requisition we are going to work
on.

Click on the link for the appropriate Requisition in the Requisition column of the Requisitions
to Receive section of the Receiving page.

ORACLE' iProcurement Shopping Cart Home Logout Pref Help
Shop Requisitions m
Search | ltems to Receive V: Find by Requisition Number V Go)

Receiving
Select the receiving action you want to perform Receiving Process

+ Recer ems e Correct Receipts Receive

e em figw pf 2 -
+ Befum ftems e Record receipt of the items you ordered. or
. ) receive on behalf of others
itions to Receive Receive itemd
reate receipts for the items on the requisition Full List
Requisition RQisition Description Supplier Order Number Receive Return
67025 Q= Chairs BOISE OFFICE EQUIPMENT - 820443814 AG-22A7-P-07-0003 &= -

Meed to send items back to the supplier?
Return ltems

Wy Receipts at a Glance

Click View Details to view receipt details Full List

Receipt Item Description Receipt Date Transaction Date Supplier  Receipt Status View Details ErreE

No data exists Did you record the wrong receipt quantity?
Correct Receipts
View
Wiew receipts with all associated returns
and corrections
View Receipts

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

This will take you to a page displaying the details of your Requisition. Next, click on the
Receive button at the bottom of the View Requisition Details page.

Draft 1.2, Last Updated: 12/1/2006 Page 144 of 175



IAS Release 3.0 Desktop User Guide Receiving — Simple Receiving

ORACI_E iProcurement Shopping Cart Home Logout Preferences Help
Shop | Receiving D
Requisitions | Notifications | Approvals
Receiving »
Requisition 67025
(Copy To Cart ) ( Cancel Requisition ) ( Change ] [ Receive )
Description  Office Chairs Status  Approved
Created By REQUISITIONER, SEAN P el
Creation Date  07-Nov-2006 15:37:25 Tt
Deliver-To  USDA RURAL DEVELOPMENT 230 N. 1ST AVE, g Attaql:hment None
SUITE 206 PHOENIX, , AZ, 85003
Mote to Buyer
Justification
Details
Line  Description Need By Deliver-To Unit Quantity Price Amount (USD} Details Order
1 Office Chairs 09-Dec-2006 00:00:00 RD-AZ-9417 EACH 50 250 UsD 12500.00 AG-22A7-P-07-0003
Total 12500.00
Return |_Copy To Cart) |_Cancel Requlsmuﬂ) { @ |_Receive
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement
Note: Click on the View Details icon in the Details column to access additional
line details.
ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop | Receiving
Requisitions | Motifications | Approvals
Receiving » Requisition 67025 >
Requisition 67025 Line 1: Details
0K
Requisition
Description  Office Chairs Current Approver
Status  Approved Appraver Phane
Change History No Date Sent to Approver
B Show Additional |pformation
Order  AG-22A7-P-07-0003 Status  Approved
Buyer CONTRACTING OFFICER. JANICE Buyer Phone
Supplier BOISE OFFICE EQUIPMENT - 820443814 Supplier Site 820443814 C
Supplier Contact Supplier Phone
Shipment
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment
No data exists.
Receipt
Receipt Transaction Date Received Unit Received By Received by Phone Items Returned
No data exists.
I_OK
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

Clicking the Show Additional Information link will provide a further level of detail.
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IE)

ORACLE iProcurement Shopping Cart Home Logout Preferences Hel

ns | Notifications | Approvals
Receiving > Requisition 67025 >

Requisition 67025 Line 1: Details
= -
Requisition
Description  Office Chairs Current Approver
Status  Approved Approver Phone
Change History No Date Sent to Approver

¥ Hide Additional Information
Item Information

Requester REQUISITIONER. SEAN Deliver-To Location RD-AZ-9417
Meed-By Date  09-Dec-2006 00:00:00 Destination Type Expense
Item Number Inventory Replenishment Request No
Category Description  MAINT-REP OF OFFICE SUPPLIES Supplier - 108307698
P-Card Used No Supplier Site 108307698ES
Taxable No Supplier Contact

Contact Phone
Supplier ltem
Transaction Code  1Q-COMMIT
Partial/Final Flag set by CO on the Obligation F
Partial/Final Flag in FFIS Final
Obligated Quantity in FFIS 50
Obligated Amount in FFIS 12500

Charge Account

Charge Account Project Number Task Number Expenditure Type Expenditure Organization Expenditure ltem Date Percent
30.07. 700000000.0210 100
Attachment

File Name Type Description Category Last Updated By Last Updated Usage Update Delete

Mo data exists.

Order
Order AG-22A7-P-07-0003 Status  Approved
Buyer COMTRACTING OFFICER. JAMICE Buyer Phone
Supplier BOISE OFFICE EQUIPMENT - 820443814 Supplier Site 520443814 C |
Supplier Contact Supplier Phone
Shipment
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment

Mo data exists.

Once you have reviewed the details of your Requisition, click the OK button to return to the
first Requisition detail page.

ORACLE iProcurement Shopping Cart Home Logout Prefersnces Help
Shop Receiving

Requisitions | Notifications | Approvals
Receiving =
Requisition 67025

\_Copy To Cart ) | Cancel Requisition | | Change ) ( Receive )

Description  Office Chairs
Created By REQUISITIONER, SEAN
Greation Date  07-Nov-2006 15:37:25
Deliver-To  USDA RURAL DEVELOPMENT 230 N. 1ST AVE,
SUITE 206 PHOENIX, , AZ, 85003
Justification

Status Approved
Change History No
Urgent Requisition No
Attachment None
Mote to Buyer

Details
Line  Description Need-By Deliver-To Unit Quantity Price Amount (USD) Details Order
1 Office Chairs 09-Dec-2006 00:00:00 RD-AZ-9417 EACH 50 250 USD 00.0g i
Totg 12500.00
Return |_Copy To Cart ) ( Cancel Requisition ) ( Change | | Receive )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Pret® Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

From this page, you are presented with four options:

e Copy to Cart — This button allows you to copy the line items to your Shopping Cart
to add them to a new Requisition.

e Cancel Requisition — This button allows you to begin the process of canceling your
Requisition. This process will be covered in another section.

e Change — This button allows you to begin the process of changing your Requisition.

e Receive — This button allows you to start the Receiving and Receipting process.
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Click the Receive button to continue. This will take you to the Receive Items: Select Items
page.

ORACLE iProcurement Shopping Cart Home Logout Freferences Hel

)

e
Selectitems  Receiptinformation  Review & Submit
Receive ltems: Select ltems
Cance| Clear Changes Step 1 of 3  Next
Requester |REQUISITIONER, SEAN ,,‘{
[include employees from all organizations

Requisition Number

Supplier -,,{
Qrder Number ,,;?
Shipment Number :,,f

ltems Dug .

Erl=r at leas lcr= additional search criterion when selecting tems Due Any Time)

Go) C\ear
Select All \ Select Mone
Select Requisition |Description Need-By Unit  Receipt Quantity Ordered Received Supplier Order Type Order Number Shipment Number
O 67025 Office Chairs 09-Dec-2006 00:00:00 EACH 50 50 0 BOISE OFFICE EQUIPMENT - 820443814 Purchase AG-22A7-P-07-0003

@ TIP Use the Previous/Next navigation tool to make selections across multiple pages

(Cancel ) ( Clear Changes )  Step 10f3 [Next)
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statsment

Tip! Notice that the Progress Bar at the top serves as an indicator to which step you
are currently in during the Receiving Process.

g O Q

Selectitems  ReceiptInformation  Review & Submit

On the Receive Items: Select Items page, select the Requisition Line Item for action. For
this example, we are viewing a Requisition that contains only one Line Item. Enter in the
amount/quantity you wish to receive in the Receipt Quantity field.

Select Requisition [Description Need-By Unit  Receipt Quantlty Ordered Received Supplier |OrderType Order Number Shipment Number

[0 er025 Office Chairs 09-Dec-2006 00:00:00 EACH a0 (0 BOISE OFFICE EQUIPMENT - 820443814 Purchase  AG-22AT-P-07-0003

The system defaults to what is open to Receipt. If you wish to change this amount, click in
the field and enter the correct amount. Finally, click on the Next button to proceed.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Hel

Shop Requisitions m

)

Select ltems Receipt Information Review & Submit
Receive ltems: Select ltems
Cance| ) ( Clear Changes Step 1 of 3 Next
Requester |REQUISITIONER. SEAN ,,;?

[include employees from all organizations
Requisition Number |67025 5%
Supplier ,,f’?
Order Number ,,;?

Shipment Mumber

ltems Dug

(Enter at least one additional search criterion when selecting tems Due Any Time]
((Go) ( Clear
Select All | Select None
Select Requisition |Description Need-By Unit  Receipt Quantity Ordered Received Supplier Order Type Order Number Shipment Number
67025 Office Chairs 09-Dec-2006 00:00:00 EACH 50 50 0 BOISE OFFICE EQUIPMENT - 820443814 Purchase AG-22A7-P-07-0003
@ TIP Use the Previous/Next navigation tool to make selections across multiple pages

(Cancel ) ( Clear Changes ) Step 10f 3 Next ) «

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

Privacy Statement

Step 2: Entering Receipt Information

Step two of the Receiving process is to enter your Receipt Information into IAS. This will
take you to the Receive Items: Enter Receipt Information page. This page provides an
opportunity to document Receipt information not already captured.

ORACLE iProcurement Shopping Cart Home Lonout Prefersnces Hely

Shop Requisitions m

Selectltems  Receipt Information  Review & Submit

Receive ltems: Enter Receipt Information
* Indicates required field |_Cancel ) (Back| Step 2 of 3 Nexr
* Receipt Date | 16-Nov-2006 13:49:30
(example: 16-Nov-2006 19:45:00
Wayhill
Packing Slip
Transaction Code ,,;f

Receipt Comments

Cancel ) (Back| Step 2 of 3 [Next )

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment

The Receipt Date is the date you received and accepted the items. This field populates with
the current date by default. If you did not accept the items today, change this date to
reflect the actual acceptance date. To update it you can click in the field and type the date,
it must be in the correct format: DD-MMM-YYYY HH:MM:SS. For example, August 7, 2006
at 2:45 pm will look like 07-Aug-2006 14:45:00.

You can also utilize the calendar function to update the date.

Note: A date from the past may be entered if that was when the goods or services
were accepted.
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Warning! This date is critical to processing invoice in accordance with Prompt Pay
guidelines. Refer to the Systems Business Rules for further information.

After entering your Receipt information, click the Next button to proceed.

ORACLE iProcurement Shopping Cart Home Logout Prefersnces Help

Selectltems  Receipt Information  Review & Submit
Receive ltems: Enter Receipt Information
= Indicates required field ((Cancel) (Back|Step 2 of 3
* Receipt Date | 16-Mov-2006 13:49:30 @ ‘h
(example: 18-Nov-2008 19:45:00)
Wayhill
Packing Slip
Transaction Code ,,’f

Receipt Comments 1

(Cancel ) (Back|Step2of3 «
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment

Warning! When you select the Next button, you might receive a Warning at the
top of the Receive Items: Enter Receipt Information screen. If you want to keep the
existing date you have entered, click Next again to continue on to Step 3.

This Warning will not keep you from completing the Receiving process. It serves as
a check to make sure you have correctly entered your Receipt Date.

ORACLE iProcurement Shopping Cart Home Logout Preferences Hel

Shop Requisitions ‘m

Select ltems Receipt Information

Review & SU|

Receipt Date - Date entered is not within the tolerance period set-up for the follewing items. Correct the date entered. or press the Next to accept the existing date.

= ltem Description Office Chairs. Order Number AG-22A7-P-07-0003. Supplier BOISE OFFICE EQUIPMENT - 820443814, Expected Receipt Date 09-Dec-2006

er Receipt Information
* Indicates required fiel

| Cancel ) (Back|Step2of3

:45:00)
he tolerance period set-up for the following items. Correct the date entered, or press the Next to accept the existing date.

(example: 18-N
Date entered is

+ ttem Description Office Chairs, Order Number AG-22A7-P-07-0003, Supplier BOISE OFFICE EQUIPMENT - 820443814, Expected Receipt Date 09-Dec-
2006
Wayhill
Packing Slip

Transaction Code ,,5?
Receipt Comments

(Cange|) (Back| Step2of3 «
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Erivacy Statsment
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Step 3: Submitting the Receipt

The final step in the Receiving process is to submit your Receipt.

Shopping Cart Home Logout Prefers s Help

Shop Requisitions ‘m

ORACLE iProcurement

Select ltems Receipt Information Review & Submit

Receive ltems: Review and Submit
| Cancel ) (Back|Step 30f3 ( Subpit

Receipt Information
Receipt Date  16-Nov-2006 13:49:30
Receipt Comments

Received ltem Details
Requisition Description Receipt Quantity Unit Waybill  Packing Slip Transaction Code Item Comments Supplier
67025 Office Chairs 50 EACH BOISE OFFICE EQUIFMENT - 520443514
(Cance| ) [ Back|Step3of3 (Submit «

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

Copyright 2000-2005 Oracle Corporation. Al rights reserved.

Before you complete the Receipt, it is always a good idea to review the Receipt details. Use
the browser's Back button to edit any information on previous pages.

Click the Submit button to complete the Receipt. The Confirmation page will indicate the
Receipt has been successfully created and a Receipt number will appear below the
Confirmation heading.

Shopping Cart Home Logout Preferences Help

Shop | Requisitions m

El Confirmation
Receipt 59666 has been created for you.

Receive ltems: Confirmation Details

Recelp =
Receipt Date  16-Nov-2006 13:49:30

Received ltem Details
Receipt Requisition Description Receipt Quantity Unit Waybill Packing Slip Transaction Code Item C Receipt C Supplier
59666 67025 Office Chairs 50 EACH BOISE OFFICE EQUIPMENT - 520443514

Return to Receiving
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

Remember! Verify that you have the confirmation and Receipt number. This will
indicate the transaction has been sent to FFIS for validation. If there are any
messages from FFIS, you will receive an email with the details. You will need to
contact your Document Resolution Manager (DRM) for assistance if there are any
reject messages from FFIS.
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Complex Receiving — Partial Receipt

Partial Receipt Business Process

If only some of the items requested are delivered or if the Requisition was for a contract
that will be paid out over time, a partial Receipt must be created. You should create the
Receipt as soon as possible after receiving the goods or services. This is especially
important for Prompt Pay Rules.

Prompt Pay Act

The Prompt Pay Act limits the amount of time within which a Vendor must be paid, once
they have rendered and billed for a good or service depending on the type of good or
services, before interest payments are incurred. This duration is calculated from the date
the goods were received (i.e. the Receive Date entered in 1AS) or the date the Invoice was
received from the Vendor, whichever one is later. If the Vendor is not paid within Prompt
Pay Act allotted time frame, then the Vendor is due interest on the goods or services.

Tip! It is very important to enter in Receipts in a timely fashion so that Invoices can
be processed quickly and the Vendors can get paid.

For more information on the Prompt Pay act, including details on how the interest is
calculated or the turn around time for Vendor payment is calculated, please refer to the
Prompt Pay Web site - http://www.fms.treas.gov/prompt/regulations.html.

Creating a Partial Receipt

There are many ways to access the Receiving function in IAS. To quickly access the
receiving from the Shop page, look for your Requisition in the My Requisitions section. If
your Requisition has been awarded, then your Requisition will have a Receive icon in the
Receive column. Simply click on the Receive icon @
Items: Select Items page.

to jump straight to the Receive

If your Requisition doesn't appear in the My Requisitions section of the Shop page, then you
can access the Requisition from the Receiving section of the Requisitioning Module. Click on
the Receiving tab to go to the Receiving page.
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ORACLE' iProcurement

Stores |

Search ‘Exchange.Orac\e.cam Vl

My Requisitions

Description
IEt ThinkPad Laptops for remaote employees

Contract to maintain grounds of local reserve

My Notifications

Type From Subject
Requisition MAMAGER, CHARLIE

@ TIP ‘acation Rules - Rediract or auto-respond to natifications

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Stores
Iain Store
e, LCarm
Main Stare Exchange. Oracle.co

Purchase Requisition 67064 has heen approved

“ Go ) Advanced Search

Shopping Cart Home Logout Prefersnces Help

Shop Requisitions Rec

Shepping Cart

Your cart is empty.

(_Full List )
Total (USD) Status Copy Change Receive
15000.00 Approved =) Gz
743600.00 Approved 0| &=
|_Full List
Sent
13-Mow-2006

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement

On the Receiving Page, you can see the Receipts that you've created and the Requisitions
that are ready for Receiving. You can also search for Requisitions using the Search feature.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences  Help

Shop Requisitions m

Search ‘ ltems to Receive v‘ ‘ Find by Requisition Mumber V‘

|(Go)

Receiving
Select the receiving action you want to perform

o Receive ltems
« Retum ltems

Requisitions to Receive

Click Receive to create receipts for the iterms on the requisition,
Requisition Description

IBM ThinkPad Laptops for remate employees

Caontract to maintain grounds of local reserve

My Receipts at a Glance
Click View Details to view receipt details
Receipt Item Description

£9667  1BM ThinkPad Laptops for remaote employees  16-Mow-2006

Copyright 2000-2005 Oracle Corporation. All rights reserved

Receipt Date Transaction Date Supplier
14-MNow-2006

e Correct Receipts
* View Receipts

(_Full List )
Order Number Receive
AG-1358-P-07-0003 G

AG-13658-P-07-0002 &=

Supplier
1BM - 130871985

MARC PERKING

(_Full List )
Receipt Status View Details
1Bk - 130871985 Approved by FFIS =

-

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Receiving Process

Receive

Record receipt of the iterns you ordered, or
receive on behalf of others

Receive lterns

Return

Meed to send items back to the supplier?
Retumn ltems

Correct
Did you record the wrong receipt quantity?
Carrect Receipts

View

Wiew receipts with all associated retums
and corrections

Wiew Receipts

Privary Statement

In this example, some of the services for the "Contract to maintain grounds of local reserve"
have been completed. To Receive for that Requisition, number 67024, click on the Receive

<%}9_:

Items icon il
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Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement

Shop Requisitions

Search ‘ ltems to Receive V‘ ‘ Find by Reguisition Mumber V‘ ‘ | Go )
Receiving
Select the receiving action you want to perfarm. Receiving Process
. :ecewal ltems . Smre;{ Receipts A
ety ltems e REceipts :
o b o dme Record receipt of the items you ordered, or
o . receive on behalf of athers.
Requisitions to Receive Receive ltems
Click Receive to create receipts for the items on the requisition, | _Full List
Requ Requisition Description Supplier Order Number Receive G
B7064 |BM ThinkPad Laptops for remate employees IBM - 130871935 AG-1358-P-07-0003 = i . .
Meed to send items back to the supplier?
B7024 Caontract to maintain grounds of local reserve MARC PERKING AG-1358-P-07-0002 % Return tems
My Receipts at a Glance
Click View Details to view receipt details (_Full List ) Correct
Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status View Details Did you record the wrong receipt quantity?
S9667  |IBM ThinkPad Laptops for remate employees  16-Mow2006  14-Mow-2008 1B - 130871985 Approved by FFIS o Carect Receipts

View

Wiew receipts with all associated retums
and corrections.

Wiew Receipts

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

This will take you to the Receive Items: Select Items page.

Shopping Cart Home Logout Preferences Help

Shop Requisitions m

ORACLE' iProcurement

M)

Select tems Recewml\r:f{rmanon Review & Submit
Receive ltems: Select Items
(_Cancel ) [ Clear Changes Step 1 of 3 | Next )
N P ¢ |
[include employees from all organizations
Requigition Number P
Supplier ,,5?
Order Nurnber .,5’?
Shiprment Nurmber ,,;f
lterns Due | Any Time b [%

(Enter st lezrt one additional search criterion when selecting tems Due Any Time)

Go ) | Clear |

Select &ll | Select Mone

Shipment
Description Need-By Unit Receipt Quantity Ordered Received Supplier Order Type Order Number  [Number

Select Reg
O ero2a Caontract to maintain grounds of local reseve  D8-Jan-2007 00:00:00 BgLLAR 83598.75 0 MQRRPE\NS Purchase DADGD;%E'P'U?'
O 6ro4  Convael to waintain wounds oflocal resere  03-Jan-2007 00.00:00 DOLLAR 102176.25 pMere Purchass  AC-1385:P-07-
[ eroze acier;tra:t 10 manage security for the resewe  pg. 22007 00:00:00 BgLLAR 557825 1 MEAS)%NS Purchase DA[%ZBSEVPVD?

@ TIP Use the Previous/Next navigation tool to make selections across multiple pages
Cance| Clear Changes Step 1 of 3 Mexr

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

Notice that this Requisition has three line items, two line items with for the same thing. The
line items in the Receiving section correspond to the Accounting lines set up in the
Requisition. This allows you to Receive for the appropriate accounts.

On the Receive Items: Select Items page, pick the line item for which you want to Receive.
Check the Select Check Box in the Select column.
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ORACLE iProcurement Shopping Cart Home Logout Freferences Help

M)

e
Selectterns  ReceiptInformation  Review & Submit
Receive ltems: Select Items
e — 4

[Include employees from all arganizations |

|_Cancel ) | Clear Changes Step 1 of 3 | Next

Requigition Number P
Supplier ,,;?
Order Murnber P

Shipment Number ,,,f

ltems Due | Any Time v
(Erter st leqst one addtionsl s2arch criterion when selecting tems Due Ay Time)

(_Co ) [ Clear

Select All | Select Mone

Shipment
keition|Description Need-By Unit Receipt Quantity Ordered Received Supplier Order Type Order Number  |Number

Contract to maintain grounds of local reserve | 08-Jan-2007 00:00:00 BgLLAR 635098 75| 63598.75 0 EAEASE\NS Purchase UAE%;EE'P'D?'
Contract to maintain grounds of local reserve  08-Jan-2007 00:00:00 BSLLAR 102178.25|102176.25 0 MEASE\NS Purchase UAE%EBSE'P'D?'
Caontract to manage security for the resene - Jan -gp DOLLAR 557825 MARC AG-1368-P-07-
B7024 08-Jan-2007 00:00:00 857825 a Purch;
O e an us PERKING HEESE o

@ TIP Use the Previous/Mext navigation tool ta make selections across multinle pages

(Cancel ) (Clear Changes )  Step 1 of 3 | Next )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statement

Then enter the amount received in the Receipt Quantity field.

ORACLE' iProcurement Shopping Cart Home Logout Preferences ey

Shop | Requisitions m

Ty

b
Selectterns  ReceiptInformation  Review & Submit

Receive ltems: Select ltems

T e ¢

[ Cancel ) [ Clear Changes Step 1 of 3 | Next

[include employees from all organizations |
Requigition Number

Supplier ,,5?
Order Number -,5,?
Shipment Number -,,;f
lterns Due | Any Time .

(Enter st les=t ons additional ssarch criterion when selecting tems Due Any Time)

(_Ge ) |_Clear

Select &ll | Select Mone

Select Req n|Description Need-By Unit Receipt Quantity Ordered Received Supplier Order Type Order Number ::E]:::]:rm
B7024 Contract to maintain grounds of local reserve  08-Jan-2007 00:00:00 BgLLAR 83598.75 0 EEARRP%NS Purchase DADGD';%E'P'D?'
O E7o24 Contract to maintain grounds of local reserve  08-Jan-2007 00:00:00 BgLLAR 102176.25 1] EEASE\NS Purchase 9[%;358?-07-
O eroze acigr:ra:t to manage security for the reseme g 1an o007 0o:00:00 BgLLAR 557875 0 MJEARRE\NS EnEEss DADGD—ZBSErPrU?r

@ TIP Use the Previous/Mext navigation tool to make selections across multinle pages

(Cancel) [ Clear Changes Step 1 of 3 Next «
Shop | FEeguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved Brivacy Statsment

Once you have completed the appropriate fields, continue through the Receiving process by
clicking on the Next button.
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ORACLE' iProcurement

Shopping Cart Home Logout  Preferences  Help

Shop Requisitions m

T

Selectterns  Receipt Information  Review & Submit
Receive ltems: Select Items
O — 4

[include employees from all organizations
Requigition Number

Supplier —‘;,,5?

Order Number
Shipment Number z,,{

ltems Due | Any Time v
(Erter &t least one addtional search criterion when selecting tems Due Ay Time)

Co ) (_Clear
Need-By Unit

Select All | Select Mone

Select Requisition|Description

67024 Contract to maintain grounds of local resarve  08-Jan-2007 00,0000 POLLAR 2504 25| 5359875
us

O erozd Contract to maintain grounds of local reserve  08-Jan-2007 00:00:00 BgLLAR 102178.25| 102176.25

O lerozs Contract to manage security forthe reserve  g_jap 2007 0o:00:00 DOLLAR 557625 557825
TTus

area
@ TIP Use the Previous/Next navigation tool to make selections across multiple pages

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Receipt Quantity Ordered Received Supplier

(Cancel ) (Clear Changes )  Step 1 of 3 [Next)

Shipment

Order Type Order Number Number

o MARC
PERKING

o MARC
PERKING

o MARC
PERKINS

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

AG-1358-P-07-
000z
AG-1358-P-07-
oooz
AG-1358-P-07-
oooz

Purchase
Purchase

Purchase

Cance| Clear Changes Step 1 of 3 %&(

Privacy Statement

This will take you to the Receive Items: Enter Receipt Information page.

ORACLE' iProcurement

Shopping Cart Home Logout Preferences Help

Shop Requisitions

Selectltems  Receipt Information

Revigw & Submit

Receive ltems: Enter Receipt Information
#* [ndicates reguired field

* Receipt Date  |21-Mow-2006 14:30:16 @

(example: 21-Nov-2006 19:45:00)
sl

Packing Slip
Transaction Code ,,{

Receipt Comments

Copyright 2000-2005 Oracle Corporation. Al rights reserved

Adjust the Receipt Date to the day you actually received the goods.

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Cance| Back | Step 2 of 3 |Next

|_Cancel ) (Back|Step 2 of 3 Nexr

Privacy Statement

In the case of

prolonged contracts where you receive the goods over time, enter the last date of services
reflected in the amount received. For example, if you are paying for a service contract, you
will probably be entering the Receipt for the services when you get the invoice for those

services. The Receipt date is the last day services were rendered.

In this example, the last

date services were rendered was November 20", 2006 at 11:25 am, so that is the date

entered into the Receipt field.

Enter any comments necessary in the Receipt Comments field, such as the Invoice number
for future reference. When you have filled in all the appropriate fields, click the Next

button to continue through the receiving process.
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ORACLE' iProcurement

Shopping Cart Home Logout Prefersnces Help

Shop' Requisitions ‘w

Receive Items: Enter Receipt Information
* |ndicates reguired field

= Receipt Date

Shop | Beguisitions

Copyright 2000-2005 Oracle Corporation. All rights reserved

ansaction Code
Receipt Comments

Select ltems

Receipt Information Review & Submit

(Cance| ) [Back|Step 2 of 3 | Negt

B |

(example: 21-Nov-2006 15:45:00)

Wiaybill

Invoice # 7489-37578920]

(Cancel ) (Back| Step 2 of 3 [Next

| Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privary Statement

Note: IAS has default tolerances set up for the Receipt Date field. IAS expects you
to receive your items within 2 days of the Need-by Date originally set up with the
Requisition. If your Receipt Date does not fall within those parameters, IAS will give
you a warning when creating your Receipt.

ORACLE iProcurement

Shopping Cart Home Locout Preferences Help

Shop Requisitions ‘m

Selectlterns  Receipt Information  Review & Submit

‘ Receipt Date - Date entered is not within the tolerance period set-up for the following items. Correct the date entered, or press the Next to accept the existing date. R

Receive ltems: Enter Receipt Information
* |ndicates required field

Copyright 20002005 Oracle Corporation. Allrights reserved

/\* Receipt Date

Wayhill

Packing Slip
Transaction Cade
Receipt Comments

 Item Description Contract to maintain grounds of local reserve, Order Number AG-1358-P-07-0002, Supplier MARC PERKINS, Expected Receipt Date 08-Jan-2007 |

| Cance| ) (Back|Step 2 of 3 | Next

20-Moy-20065 11:25:00

(escamile: 21-Nov-2006 19:45:00)
Dete erttered is not within the talerance period set-up for the following items . Correct the dete ertered, or press the Hext to acoept the existing date

& item Description Contract to maintsin orounds of local reserve, Order bMumber £65-1358-P-07-0002, Supplier MARC PERKING, Expected Receipt Date
08-Jan-2007

1
L ]
4

Inwoice #7489-37578920

(Cancel ) (Back| Step 2 of 3 [Next

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statemert

This warning is to help you make sure you are entering the correct receipt date. If
the date is correct, then simply click the Next button again to continue to the final

step.
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This will take you to the Receive Items: Review and Submit page.

Shopping Cart Home Logout Preferences Help

ORACLE' iProcurement
Shop Requisitions Receiving

Selectitems  Receiptinformation  Review & Submit

Receive ltems: Review and Submit
Cance| ) (Back| Step 30f3 [ Submit )

Receipt Information |
Receipt Date  20-Nov-2006 11:25:00
Receipt Comments  Inveice # 7489.37578920

Received Item Details
Description Receipt Quantity Unit Waybill Packing Slip  Transaction Code Item Comments Supplier [%
Contract to rmaintain grounds of local reservs 2504.25 DOLLAR US Invoice #7489-37578920 MARC PERKINS

Cancel Back | Step 3 of 3 (_Subpoit «

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved, Privary Statement

Review your Receipt one last time. When you are sure that everything is correct, click on
the Submit button to complete the Receipt.

This will take you to the Receive Items: Confirmation Details.

Shopping Cart Home Logout Preferences  Help

ORACLE' iProcurement

» [} Confirmation

Receipt 59674 has been created for you
Receive ltems: Confirmation Details
Receipt Information [%
Receipt Date  20-Nov-2006 11:25:00 |

Received Item Details

Receipt Requisition Description
89674 B7024 Contract to maintain grounds of local reserve 250425 DOLLAR US

Receipt Quantity Unit Waybill Packing Slip Tr ion Code Item C Receipt Comments Supplier
Inwnice # 7489-37678920 Invoice # 7489375678920 MARC PERKING

Return to Receiving

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. & rights reserved. Privacy Statement

Now, the Receipt is complete.
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Viewing Receipts

From the Receiving home page you can view all of your Receipts. If you need to make a
correction or return an item, you can begin doing so from here.

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions m
Search |Items to Receive IV] | Find by Requisition Numher[\’] Go
Receiving
Select the receiving action you want to perform Receiving Process
» Receive ltems « Correct Receipts T
Return It fiew Receipt .
RLS * e ace S. Record receipt of the items you ordered. or
e ) receive on behalf of athers
Requisitions to Receive Receive ltems
Click Receive to create receipts for the items on the requisition Full List
Requisition Requisition Description Supplier Order Number Receive

Mo data exists Return

Meed to send items back to the supplier?

‘ My Receipts at a Glance Retum ltems

Click View Details to view receipt details Full List
Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status  View Details
59666  Office Chairs 16-Nov-2006  16-Movw-2006 BOISE OFFICE EQUIPMENT - 820443814 e (EL11.25]

Did you record the wrong receipt quantity?
Correct Receipts

View

Wiew receipts with all associated returns
and corrections

View Receipts

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved. Privacy Statement

You can view your Receipts in a variety of ways:
e Click on the View Receipts link at the top of the page under Receiving.

e Click on the links in the My Receipts at a Glance section.
My Receipts at a Glance

Click View Details to view receipt details (Full List
Receipt Item Description Receipt Date Transaction Date Supplier Receipt Status  View Details
59666  Office Chairs 16-Mov-2006  16-MNov-2006 BOISE OFFICE EQUIPMENT - 820443514 e

e Click on the links in the Receiving Process box on the right hand side of the page.

View receipts with all associated returns
and corrections.

View Receipts «

e Click on the Glasses icon in the View Details column.

e Select the Full List button and select a Receipt from the View Receipts page.
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Accessing the Receipt Status in 1AS
As previously stated, in IAS Release 3.0, a user can view the status of Receipts in FFIS by
viewing the Receipt Details. There are 3 status messages: Blank (no message), Approved
by FFIS, or Rejected by FFIS.
Blank Status (no message)

The status field is blank when the Receipt is first submitted to FFIS. Since FFIS has not yet
processed the Receipt, it has not sent a message back to IAS.

ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Return Iterns | | Correct Receipt ) ( Done )

Receipt Details

Receipt 59672
Requisition 67024
Description  Contract to maintain grounds of local reserve
Receipt Date  17-Nov-2006
Supplier MARC PERKINS
Order Type  Purchase
Order Mumber  AG-1358-P 070002
Waybill
Packing Slip
Comments  Invoice #8475827

Transaction History
Met Quantity Received 2500.47
Qriginal Receipt Quantity 250047

Transaction Quantity Unit Transaction Date Transacted By
Receive ltems 250047 DOLLAR US 17-Mov-2006 15:52:50 REQU\S\TIONE@, DAVE

Receipt Status

Return to Receiving |_Return It curle

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

Approved by FFIS

The Receipt was sent to FFIS and there were no errors. The Receipt is now complete in the
system.

ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Return Items ) | Correct Receipt | | Done

Receipt Details

Receipt 59667
Requisition 67064
Description  IBM ThinkPad Laptops for remote employees
Receipt Date  16-Nov-2006
Supplier IBM - 130871985
Order Type  Purchase
Order Murnber  AG-1358-P 070003
Waybill
Packing Slip
Comments  So far we've only received the first two laptops. Invoice #932749074

Transaction History
Met Quantity Received 2
Criginal Receipt Quantity 2

Transaction Quantity Unit Transaction Date Transacted By
Receive Items 2 EACH 14-Mov-2006 17:00:00 REQUISITIONER, DAVE

Receipt Status
Approved by FFIS

Retum to Receiving

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved,

Privacy Statement

Rejected by FFIS

The Receipt was sent to FFIS and there were errors. The Receipt must now be corrected or
returned. At this point, the user should contact their Receipt Document Resolution Manager
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for further details about the nature of the issue and attempt to resolve those in a timely
manner.

ORACLE iProcurement Shopping Cart Home Logout Prafersnces Help

Receipt Details

Return Iterns | | Correct Receipt ) ( Done )

Receipt 59704
Reguisition 67024
Description  Contract to manage security for the reserve area
Receipt Date  29-Nov-2006
Supplier MARC PERKINS
Order Type  Purchase
Order Mumber  AG-1358-P 070002
Wiaybill
Packing Slip
Comments

Transaction History
Met Quantity Received 950
Qriginal Receipt Quantity 950
Transaction Quantity Unit Transaction Date Transacted By
Receive ltems 950 DOLLAR US 28-Mov-2006 09:53:39 REQUISITIONER, DAVE

Receipt Status
Rejected by FFIS

Return to Receiving

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Carporation. Al rights reserved Privacy Statement

Note: Invoices cannot be paid if the associated Receipts need resolution. All
Invoices are matched to a Receipt.

Navigating to the Receipt Status Information

It is very easy to access the Receipt Status information. From the Shop page in IAS, click
on the Receiving tab. If the Receipt is recent, it will show under the My Receipts at a
Glance section of the page. The Status field shows the current status of the Receipt.

ORACLE' iProcurement Shopping Cart Home Logout Preferences  Help
Shop Requisitions

Search | ltems to Receive ||| Find by Reguisition Mumber v 1.Go)
Receiving
Select the receiving action you want to perform Receiving Process
e Receive ltems e Correct Receipts e
rstum ltems Wiewy Receipts
» Hetum ftems v Yiew hecelpts Record receipt of the iterns you ordered, or
. . receive on hehalf of athers
Requisitions to Receive Receive ltems
Click Receive to create receipts for the iterms on the requisition, (_Full List )
Requisition Requisition Description Supplier Order Number Receive e
B7064 IBM ThinkPad Laptops for remate employees I1BM - 130871985 AG-1358-P-07-0003 = i . .
Meed to send items back to the supplier?
B7024 Caontract to maintain grounds of local reserve MARC PERKING AG-1358-P-07-0002 G Return tems

My Receipts at a Glance
Click View Details to view receipt details

| _Full List

Correct

Receipt Item Description Receipt Date Transaction Date Supplier Receipt Stal View Details Did you record the wrong receipt quantity?
89572 Contract to maintain grounds of local reserve 17-MNov-2006  17-Nov-2006 MARC PERKINS o Lomect Receipts

89667 IBM ThinkPad Laptops for remote employees  16-Mov-2006  14-Nov-2006 IEM - 130871885 Approved by P B
View

Wiew receipts with all associated retums
and corrections.

Wiew Receipts

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2003 Oracle Corporation. All rights reserved. Privacy Statement

Additionally, if you go to the Receipt Details page, the Receipt Status field is also displayed
there. The fastest way to get to the Receipt Details page is to click on Eyeglasses icon
under the View Details field in the My Receipts at a Glance section of the main Receiving
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page. If your Receipt is not listed in the My Receipts at a Glance section, then you can still
search for the Receipt using the Search menu at the top of the Receiving page.

New Feature! In IAS 3.0 users can now access the Receipt information for a
Requisition from the Requisition Details page. Simply click on the Details icon to
access the details for the line item.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Receiving
Requisitions | Motifications | Ap
Requisitions: Reguisitions =
Requisition 67064
| _Copy To Cart ) ( Cancel Requisition ) ( Change | | Receive )
Description  IBM ThinkPad Laptops for remote employees
Created By REQUISITIONER, DAVE Status  Approved
Creation Date  09-Nowv-2006 14:44:27 Change Histary No
Deliver-To 3101 PARK CENTER DRIVE ROOM 906 Urgent Requisition Ne
ALEXANDRIA, , VA, 22302 Attachment None
Justification We just had a couple of new hires and they need Note to Buyer
computers as well
Details
Line Description Need-By Deliver-To Unit Quantity Price Amount (U
1 IEM ThinkPad Laptops for remote employess 28-Dec-2006 00:00:00 FMNS-HQ-ADMIN EACH 6 2500 USD
Total
Retum (_Copy To Cart ) | Cancel Ré |_Change ) ( Receive )
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statement

This will take you to the Requisition Line Details page.

ORACI_E iProcurement Shopping Cart Home Logout Prefersnces Help
Shop Requisitions Receiving
Requisitions | Motifications | Approvals
Beguisitions: Reguisitions > Reguisition 67064 >
Requisition 67064 Line 1: Details
[ Ok
Requisition
Description  IBM ThinkPad Laptops for remote employees Current Approver |
Status  Approved Approver Phone
Change Histary  No Date Sent to Approver
B Show Additional Infarmation
Order
Order  AG-1358-P-07-0003 Status  Approved
Buyer COMTRACTING OFFICER, ERICA Buyer Phane
Supplier 1BM - 130871985 Supplier Site 130871985 8
Supplier Contact Supplier Phone %
Shipment
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment
Mo data exists
Receipt
Receipt Transaction Date Received Unit Received By Received by Phone Items Retumed
B9667 2006/11/14 17:00:00 1 EACH REQUISITIONER, DAVE Yes
‘ 59673 2006/11/21 13:42:02 2EACH REQUESTOR, FNS1 123-456-1135 Mo
0K
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

The Receipts section is near the bottom of the page. To access the Receipt details,
click on the Receipt number. That will take you to the Receipt Details page.
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ORACLE iProcurement Shopiing Cart Home Lonout Frferences  Helo

Return ltems ) | Correct Receipt ) | Done

Receipt Details

Receipt 59667
Requisition 67064
Description  IBM ThinkPad Laptops for remote employees
Receipt Date  16-Nov-2006
Supplier  1BM - 130871985
QOrder Type  Purchase
Qrder Nurnber  AG-1358.-P 070003
Wayhill
Packing Slip
Comments  So far we've only received the first two laptops. Invoice #932749074

Transaction History
Met Quantity Received 1
Qriginal Receipt Quantity 2

Transaction Quantity Unit Transaction Date Transacted By Receipt Status
Receive ltems 2 EACH 14-Mov-2006 17:00:00 REGQUISITIOMER, DAVE Approved by FFIS
Return to Supplier 1 EACH 28-Mov-2006 09:33.59 REQUISITIONER, DAVE Approved by FFIS
Return to Receiing Return Items | [ Correct Receipt ] ( Done ) «

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

c:npw@ 2000-2005 Oracle Corporation. Al rights ressrved Brivacy Statement

When you are finished reviewing the Receipt information, click on the Done button
to return to the Requisition Line Details page.

HOW TO: Search for Receipts

When you are on the main Receiving page, there is a Search Tool near the
top of the page.

ORACLE iProcurement

Search |ltems to Receive % || Find by Reguisition Number s Co )

Receiving

ploptihe poraiving action wonuant 4o e

With the search tool you can quickly access a particular requisition or receipt
using information about that document. The first search box allows you to
pick which type of document you would like to search for: Items to Receive,
Items to Return, Receipts to Correct, and Receipts to View.

Items to Receive

This option allows the user to search through the Requisitions for those that
have items available for Receiving.

Items to Return

This option allows the user to search through the Requisitions for those that
have Receipts against them.

Receipts to Correct

This option allows the user to search through the Requisitions for those that
have Receipts against them but only the ones where the Receipts can be
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modified.
Receipts to View

This option allows the user to search through the Requisitions for all
Requisitions that have Receipts against them.

Once you select the type of document you want to retrieve, you can then
search by three different criteria: Order Number, Requisition Number, or
Supplier.

Order Number

This option allows the user to search for Requisitions associated with a
specific Purchase Order number.

Requisition Number

This option allows the user to search for Requisitions by the Requisition
Number.

Supplier

This option allows the user to search through the Requisitions that have been
awarded to a particular supplier.
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Correcting Receipts

In this section, you will learn how a Requisitioner can make corrections to a Requisition. To
begin correcting a Receipt, click on the Receiving tab.

ORACLE

Stores |

Search ‘Exchanga Oracle.com Vl

My Requisitions

| (Go) msvancad Search

Stores
Ilain Store
Main Store Exchange. Uracle com
Main Store Exchange Oracle carm

Shopping Cart Home Logout Preferences Help.

Requisitions

Shopping Cart

Your cart is empty.

@ TIP Vacation Rules - Redirect or auto-respand to notificat

ions

Full List

Requi Description Total (USD) Status Copy Change Receive
67163 Ietworking Equiment for Rearganizing the office 0.00 Cancelled f
B7152 Contract for cleaning the office 0.00 Cancelled
B7151 Ietworking Equiment for Rearganizing the office 2512600 Rejected ]
B7150 IetGear Ethernet hubs with 8 ports 725000 In Process B
B7149 Contract for cleaning the office 14400.00 Approved ]
My Notifications

|_Full List
Type From Subject Sent
Requisition MANAGER, CHARLIE Purchase Requisition 67152 has been approved 17-Mov-2006
Reguisition MANAGER, CHARLIE Purchase Requisition 67149 has been approved 17-Mow-2006
Requisition MANAGER, SUSAN Purchase Requisition 67151 hag been rejected 17-Mow-2006

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved

The Receiving page should be displayed on your screen.

Privacy Statemert

ORACLE iProcurement

Shopping Cart Home Looout Preferences Help

Search ‘I(ems 0 Receive vHFmd by Reguisition Nurmber VH

(&)

Receiving

Select the receiving action you want to perform
e Receive ltems
* Return lterns

Requisitions to Receive
Click Receive to create receipts for the items on the requisition.
Ew—— Fpp————

| I
7064 IBM ThinkPad Laptops for remote employees
7024 Contract to maintain grounds of local reserve

My Receipts at a Glance
Click View Details to view receipt details.

Receipt Item Description
» 69674 Contract to maintain grounds of local reserve

21-Nov-2006
49672 Contract to maintain grounds of local reserve 17-Nov-2008
49657 IBM ThinkPad Laptops for remote employees  18-Nov-2008

Receipt Date

o Correct Receipts
» Wiew Receipts

Shop Requisitions m

Receiving Process
Receive
Record receipt of the items you ardered, or

receive on behalfl of others.
Receive Items

Full List )
Supplier Order Number Receive e
B - 130871985 AG-1358-P-07-0003 pe ""'
MNeed to send items back to the supplier?
MARC PERKING AG-1358-P-07-0002 @z Return ltems
Full List Correct
Transaction Date  Supplier Receipt Status  View Details Did you recuv_d the wrang receipt guantity?
20-Nov-2006 MARC PERKINS Approved by FFIS P ‘ Correct Receipts
17-Now-2006 MARC PERKINS Approved by FFIS P
14-Now-2006 IBM - 130871985 Approved by FFIS e

t

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

View

Wiew receipts with all associated returns
and corrections
View Receints

Privacy Stetemert

You can view and correct Receipts in a variety of ways from this page:

e Click on the Correct Receipts link in the Receiving section.
e Click on the Correct Receipts in the Receiving Process section.
e Click on the link for the Receipt number in the Receipt column of the My Receipts at

a Glance section.
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e Click the Glasses icon, % | in the View Details section of the My Receipts at a
Glance section for the appropriate Receipt.

Remember! All of these options allow you to correct your Receipt.

In this example, Receipt number 59674 will be modified. Click on the Glasses icon at the
end of the row to select Receipt number 59674.

ORACLE iProcurement Shopping Cert Home Lonout Preferences Help
Shop | Requisitions TS

Search | ltems to Receive || Find by Reguisition Number + Go )
Receiving
Select the receiving action you want to perform Receiving Process
« Beceive ltems « Corect Receipts —
+ Beturn tems + iew Faceipts Record receipt of the itemns you ordered, or
o . receive on behalf of others
Requisitions to Receive Receive ltems
Click Receive to create receipts for the items on the reguisition. Full List
Requisition Requisition Description Supplier Order Number Receive .
7054 IBM ThinkPad Laptaps far remate employees IBM - 130871985 AG-1358-P-07-0003 &z S

MNeed to send items back to the supplier?
7024 Contract to maintain grounds of local reserve MARC PERKINS AG-1368-P-07-0002 &z Return fterms

My Receipts at a Glance

Click View Details to view receipt details. Full List ) Correct

Receipt ltem Description Receipt Date Transaction Date Supplier Receipt Status  View Detajls Did you record the wrong receipt guantity?
59674 Contract to maintain grounds of local reserve 21-Nov-2006  20-Now-2006 MARC PERKINS  Approved by FFIS & Caorrect Receipts

59672 Contract to maintain grounds of local reserve 17-Mov-2006  17-Mow-2006 MARC PERKINS  Approved by FFIS 5@

459657 |BM ThinkPad Laptops for remate employees  15-Nov-2006  14-Now 2006 B - 130671885 Approved by FFIS e .-

Wiew receipts with all associated returns
and corrections
Wiew Receipts

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

Now, the Receipt Details page is displayed. It provides details on the Transaction History
and Order information for items contained in your Receipt.

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions Rec

Receipt Details
Return ltems Correct Receipt Done

Receipt 59674
Requisition 67024
Description  Contract to maintain grounds of local reserve
Receipt Date  21-Nowv-2006
Supplier MARC PERKINS
Crder Type  Purchase
Order Mumber  AG-1358-P-07.0002
Wayhil
Packing Slip
Comments  Invoice # 748937578920 %

Transaction History
Net Quantity Received 2504.25
Original Receipt Quantity 2504.25
Transaction Quantity Unit Transaction Date Transacted By Receipt Status
Receive lterms 2604.25 DOLLAR US 20-Nov-2006 11:25:00 REQUISITIONER, DAVE

Beturn to Receiving 5 Correct Receipt ) ¢

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Allrights reserved Pvacy Statemert

Click the Correct Receipt button to continue.
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ORACLE iProcurement

Shopping Cart Home Logout Preferences Help.

shop | Requisitions 0SS

Receipt Details

Receipt 59674
Requisition 67024
Description  Contract to maintain grounds of local reserve
Receipt Date  21-Nowv-2006
Supplier MARC PERKINS
Crder Type  Purchase
Order Mumber  AG-1358-P-07-0002
Wayhill
Packing Slip
Comments  Invoice # 748937578920

Transaction History
MNet Quantity Received 2504.25
Original Receipt Quantity 2504.25
Transaction Quantity Unit
Receive ltems 2504.25 DOLLAR US

Return to Receiving

Transaction Date
20-Nov-2006 11:25:00

Transacted By
REQUISITIONER, DAVE

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

(_Return Items ) | Correct Receipt ) | Done

Receipt Status
Approved by FFIS

(| Return ltems ) | Curre@ Receipt ) [ Done

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Stetemert

The Correct Receipts: Select Receipts page should now be displayed on your screen.

ORACLE iProcurement

Shopping Cart Home Locout Preferences Help

Shop Requisitions Rect

Receiving >
Correct Receipts: Select Receipts

Recopioeatedsy [ |

Cinclude employees from all organizations
lterns Received

Receipt 59674

Reguisition Number
Qrder Number

Supplier ,,S'?

[ Go ) ( Clear

Description

RN

Receipt Req

59574 67024

Olndicates an adjusted receipt quantity
@ TIP Use the Previous/Mext navigation tool to make selections actoss multiple pages

Contract to maintain graunds of lacal reserve

(Erter al least one aditional search criterion when selecting fems Received Any Time)

Caorrect Quantity Unit

[ Joouwsrus

Copyright 2000-2005 Oracle Corporation. Allrights reserved

| Cancel ; | Clear Changes ) | Continue

Order Number

AG-1358-P-07-0002

Received Supplier
260425 MARC PERKING

(Cancel ) ( Clear Changes ) ( Continue

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statemert

NOTE: If a Receipt quantity has been previously adjusted, a blue circle @ will be

displayed next to that line item.

Enter the corrected quantity into the Correct Quantity field.

ORACLE iProcurement

Shopping Cart Home Looout Preferences Help

Shop Requisitions Receivi

Receiving >
Correct Receipts: Select Receipts

RecoptCraety | |

[include employees from all organizations

ltems Received

Receipt 59674
Reguisition Nurnber
Order Nurnber

o4
4

\

Supplier
(Go ) [ Clear
Receipt Re n Description
29674 B7024 Contract to maintain grounds of local reserve

Olndicates an adjusted receipt quantity
@ TIP Use the Previous/Mext navigation tool to make selections actoss multiple pages

(Erter at least one aditional search criterion when selecting fems Received Any Time)

Correct Quantity Unit

] 325565 DOLLAR Us

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

Next, click the Continue button.

(Cancel) (Clear Changes ) (_Continue

Order Number

AG-1358-P-07-0002

eceived Supplier
04.25 MARC PERKING

| Cancel ) | Clear Changes ) ( Continue

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Stetemert
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Shopping Cart Home Logout Preferences Help.

ORACLE iProcurement
shop | Requisitions Re(eiving
Recelving >

Correct Receipts: Select Receipts

RecopiCreatedBy [ |

[include employees from all organizations

lterns Received

(Enter st least one additional search criterion when selecting tems Received Any Time)

Receipt 59674 5

Requisition Mumber ,,,{
Order Number =Y

Supplier ,,;f

Cancel ) (Clear Changes ) ( Continue )

Go ) (Clear )
Receipt Re quisition Description Correct Quantity Unit Received Supplier Order Number |
50674 67024 Contract to maintain grounds of local reserve 52565 65 DOLLAR US 2504.25 MARC PERKINS A3-1358-P-07-0002
Olndicates an adjusted receipt quantity
@ TIP Use the Previous/Next tool to make selections across multiple pages

Cance| J | Clear Changes gnn@]ﬁue «

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Frivacy Statemert

The Correct Receipts: Review and Submit page should be displayed at this time.

Shopping Cart Home Logout Preferences Help

Shop Requisitions m

ORACLE iProcurement

Receiing »

Correct Receipts: Review and Submit
Cance| ) (Back) (Submic

Correct GQuantity Unit Change Received Supplier
3255 65 DOLLAR US 751.4 2504 25 MARC PERKINS

| Cancel ) [ Back ) | Submit )

Receipt Item Description
59674 Contract to maintain grounds of local reserve

Shop | Reguisiti | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Cracle Corporation. Al rights reserved Privacy Statement

Please review your changes to ensure accuracy. If you need to make additional changes to
the Receipt, click the Back button. After confirming changes, please select the Submit

button.

Shoppine Cart Home Locout Preferences Help

Shop Requisitions

ORACLE iProcurement

Recelving >
Correct Receipts: Review and Submit
Cancel ) (Back) | ﬁ%b, .E«
Correct Quantity Unit Change Received Supplier
3255 B5 DOLLAR US 751.4 2504.25 MARC PERKINS

(Cancel) (Back) (Submit |

Receipt Item Description
59674 Caontract to maintain grounds of local reserve

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

The Correct Receipts: Confirmation Details page will be displayed. A confirmation message
will appear across the top of this page ensuring your corrections have been submitted.

ORACLE iProcurement Shopping Cart Home Locout Preferences Help

shop | Requisitions
» E] Confirmation
*four corrections have been submitted.

Correct Receipts: Confirmation Details

Receipt Item Description Correct Quantity Unit I&mnge Received Supplier

29674 Contract to maintain grounds of local reserve 3255.65 DOLLAR US 751.4 2504.25 MARC PERKINS

Beturn to Receiving

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved Privacy Statement

As a Requisitioner, you can track the status of each of your Receipts. On the Receipt Details
page, you will see a note in the Transaction History section displaying the correction to your

Receipt.
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ORACLE iProcurement

Shopping Cart Home Lociout Preferences Help

Shop Requisitions m

Receipt Details

Receipt 59674
Requisition 67024
Description  Contract to maintain grounds of local reserve
Receipt Date  21-Nowv-2006
Supplier MARC PERKINS
Order Type Purchase
Order Mumber  AG-1358.P.07.0002
Wayhill
Packing Slip
Comments Invoice # 7489-37578920

Transaction History
MNet Quantity Received 3255.65
Original Receipt Quantity 2504.25
Transaction
Receive ltems
Correct Receipt

Quantity Unit
2504 25 DOLLAR US
751.4 DOLLAR US

Transaction Date
20-Mow-2006 11:25:00
21-Mov-2006 14:33:20

Transacted By
REQUISITIONER, DAYE
REQUISITIONER, DAVE

Retum to Receiing

Copyright 2000-2005 Oracle Corporation. Al rights reserved

Return Receipts

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

(_Return Items | | Correct Receipt | | Done

Receipt Status
Approved by FFIS
Approved by FFIS

(Return Itemns ) | Correct Receipt ) ( Done

Privacy Statemert

In this section, you will learn how a Requisitioner can return a Requisition.

To get started, navigate to the Receiving page by clicking on the Receiving tab.

ORACLE iProcurement

Stores |

Search ‘Exchange Oracle.com v | Go ) Advanced Search

Stores
Ilain Store
i LExchange. Uracle.com
Main Store Exchange. Oracle.com

My Requisitions

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved

The Receiving page should be displayed on your screen.

Shopping Cart Home Locout Preferences Help

Requisitions Receiv)

Shopping Cart

Your cart is empty.

| _Full List
Requi Description Total (USD) Status Copy Change Receive
B7163 Dletwrorking Equiment for Rearganizing the office 0.00 Cancelled
B7152 Contract for cleaning the office 0.00 Cancelled [
E7151 Metwarking Equiment for Rearganizing the office 2512500 Rejected [ ]
B7150 MetGear Ethernet hubs with 8 ports 7250.00 In Process [E ]
B7149 Contract for cleaning the office 19200.00 In Process [E )
My Notifications

|_Full List

Type From Subject Sent
Reguisition MANAGER, CHARLIE Purchase Requisition 67152 has been approved 17-Novw-2006
Requisition MANAGER, CHARLIE Purchase Requisition 67149 has been approved 17-Moy- 2006
Reguisition MANAGER, SUSARN Purchase Requisition 67151 has been rejected 17-Movw-2006

Privacy Statement
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ORACLE iProcurement

Shopping Cart Home Logout Preferences Help.

shop | Requisitions 0SS

Search | ltems to Receive

Receiving
Select the receiving action you want to perform

* Receive ltermns
« Return ltems

Requisitions to Receive

My Receipts at a Glance
Click View Details to view receipt details.

Receipt ltem Description

59674 Contract to maintain grounds of local reserve
59672
59667

Contract to maintain grounds of local reserve

IBM ThinkPad Laptops for remote employees

Copyright 2000-2005 Oracle Corporation. Al rights reserved

You can return Receipts in a variety of ways from this page:

e Click on the Return Items link in the Receiving section.

Requisition  Requisition Description
7054 IBM ThinkPad Laptaps far remate employees
B7024 Contract to maintain grounds of local reserve

~ || Find by Requisition Number Go )

» Corect Receipts
» Wiew Receipts

Click Receive to create receipts for the items on the reguisition.

Order Number
AG-1358-P-07-0003

AG-1358-P-07-0002

Supplier
1B - 130871985

MARC PERKINS

Receipt Date Transaction Date Supplier Receipt Status

21-Noy-20068  20-Now-2006 MARC PERKINS  Approved by FFIS
17-Nov-2006  17-Mow-2006 MARC PERKING  Approved by FFIS
16-Nov-2006  14-Mow-2006 IBM - 130871385 Approved by FFIS

Full List

Receive
&=
Lo

Full List )

View Details

o

L

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Receiving Process

Receive

Record receipt of the iterns you ordered, or
receive on hehalf of others.

Beceive ltems

Return

Need to send ck to the supplier?
Return tterns

Correct
Didl you record the wrong receipt quantity?
Caorrect Receipts

View

Wiew receipts with all associated returns
and corrections

Wiew Receipts

Privacy Statemert

e Click on the Return Items in the Receiving Process section.
e Click on the link for the Receipt number in the Receipt column of the My Receipts at

a Glance section.

e Click on the Glasses icon ©€ jn the View Details column of the My Receipts at a

Glance section.

For this example, the Receipt details will be accessed by clicking on the Glasses icon. Any
of the methods listed above will allow you to return items.

In this example, one of the laptops received was not the correct model. The Receipt for
that transaction is number 59667. Click on the Glasses icon at the end of the row to select

that Receipt.

ORACLE iProcurement

Shopping Cart Home Looout Preferences Help

Shop Requisitions m

Search | ltems to Receive

Receiving
Select the receiving action you want to perform

s Receive ltems
« Return ltems

Requisitions to Receive

i R
1

B7064
B7024

My Receipts at a Glance
Click View Details to view receipt details.

Receipt Item Description

69674 Contract to maintain grounds of local reserve
69672 Contract to maintain grounds of local reserve
69667 IBM ThinkPad Laptaps for remate employees

Copyright 2000-2005 Oracle Corporation. Al rights reserved

Click Receive to create receipts for the items on the reguisition.

| I
IBM ThinkPad Laptops for remote employees

Cantract to maintain grounds of local reserve

| |Find by Requisition Number Go

» Corect Receints
» Wiew Receipts

Order Number
AG-1358-P-07-0003

AG-1358-P-07-0002

Supplier
IBM - 130671985

MARC PERKINS

Receipt Date Transaction Date Supplier Receipt Status

21-Now-2008  20-Nov-2006 MARC PERKINS  Approved by FFIS
17-Nov-2006  17-Movw-2006 MARC PERKINS  Approved by FFIS
16-Nov-2006  14-Mov-2006

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Full List

Receive
@z
@z

Full List
View Details
e

e

IBM - 130871985 Approved by FFIS @ ‘

Receiving Process

Receive

Record receipt of the iterns you ordered, or
receive on hehalf of others.

Beceive ltems

Return

Need to gend iteme back to the supplier?
Return fterns

Correct
Did you record the wrong receipt guantity?
Correct Receipts

View

“iew receipts with all associated returns
and corrections

Wiew Receipts

Privacy Statemert
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The Receipt Details page should be displayed on your screen.

ORACLE

iProcurement

Shopping Cart Home Logout Preferences Help.

shop

Receipt Details

Receipt 59667
Requisition
Description

Receipt Date
Supplier
Order Type
Order Mumber
Wayhill
Packing Slip
Comments

67064

IBM ThinkPad Laptops for remote employees
16-Nov-2006

IBM - 130871985

Purchase

AG-1358-P 070003

So far we've only received the first two laptops. Invoice #932749074

Transaction History
Met Quantity Received 2
Criginal Receipt Quantity 2
Transaction
Receive ltems

Quantity Unit
2 EACH

Transaction Date
14-Now-2006 17:00:00

Transacted By
REQUISITIONER, DAVE

Beturn to Receiving

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Allrights reserved

Click the Return Items button to begin returning your Receipt.

Return Items Correct Receipt Dene

Receipt Status
Approved by FFIS

Return Items ) ( Correct Receipt ) ( Done

Privacy Statemert

ORACLE

iProcurement

Shopping Cart Home Logout Preferences Help.

shop

Receipt Details

Receipt 59667
Requisition
Description

Receipt Date
Supplier
Crder Type
Order Number
Waybill
Packing Slip
Corments

67064

IBM ThinkPa« Laptops for remote employees
16-Nov-2006

IBM - 130871985

Purchase

AG-1358-P 070003

So far we've only received the first two laptops. Invoice #932749074

Transaction History
MNet Quantity Received 2
Original Receipt Quantity 2
Transaction
Receive ltems

Quantity Unit
2 EACH

Transaction Date
14-Now-2006 17:00:00

Transacted By
REQUISITIONER, DAVE

Refurn to Receiving

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

There are three major steps in the process of returning a Receipt:

1.
2.
3.

Find Receipt
Return Information
Review and Submit

‘ Return I s Correct Receipt Done

Receipt Status
Approved by FFIS

Return ltems Correct Receipt Done

Privacy Stetemert

Remember! The Progress Bar at the top of the screen allows you to keep track of

your progress through the return Receipts process.

T

Find Receipt  Return Infarmation

Step 1: Find Receipt

Review and Subrnit

The Return Items: Find Receipt page should now be displayed on your screen. This is the

first major step of the return Receipt process.
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Shopping Cart Home Locout Preferences Help

Shop Requisitions ‘m

ORACLE iProcurement

FindReceipt  Return Information  Review and Submit

Return Items: Find Receipt

| Cancel) | Clear Changes ) Step 1 of 3 | Next

R Crmsasy [ |
[include employees from all organizations

—
(Erter st lemst ane additional sesrch criterion when selecting tems Received Any Time)

Receipt 59867 P

Requisitian Number

Order Nurnber
Supplier

Receipt _ |Re; Description Return Quantity Unit jantity Received Supplier Order Number
5967 B7D0R4 IBM ThinkPad Laptaps for remote employees [ EacH 2 1BM - 130671965 AG-1350-P-07-0003
Olndicates an adjusted receipt quartity

@ TIP Use the Previous/Mext tool to make selections acrogs multiple pages

(Cancel ) (Clear Changes ) Step 1 of 3 | Nexr

Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Frivacy Statemert

Enter the quantity you want to return into the Return Quantity field. Notice, in this
example, 1 of the two IBM ThinkPad Laptops for remote employees is being received.

Shopping Cart Home Locout Preferences Help

Shop Requisitions ‘m

ORACLE iProcurement

Return Information Reviews and Submit

Return Items: Find Receipt
| Cancel) | Clear Changes ) Step 1 of 3 | Next

Receipt Created By l:l &,j? |

[Cinclude employees from all organizations

lterns Received

(Enter st least one additional search criterion when selecting tems Received Any Time)

Receipt 59867
Requisition Mumber
Order Nurnber

Supplier <?
(Go) (Clear)
Receipt _ [Re: Descripti

n
159667 67064 IBM ThinkPad Laptops for remote employees

Olndicates an adjusted receipt quantity
@ TIP Use the Previous/Mext navigation tool to make selections actoss multiple pages

Quantity Received Supplier Order Number
2 IBM - 1306871985 AG-1358-P-07-0003

((Cancel ) (Clear Changes ) Step 1 of 3 [Next
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

Next, click the Next button.

Shopping Cart Home Logout Preferences Help.

Shop Requisitions l w

ORACLE iProcurement

FindReceipt  Return Information  Review and Submit

Return Items: Find Receipt

(Cancel ] (Clear Changes ) Step 1 of 3 [Next
L —— ¢ |
[include employees from all organizations

ftens Received | Any Tme
(Erter at least one aditional search criterion when selecting fems Received Any Time)

Receipt |59667
Reguisition Number
Qrder Number

Supplier
(.Go ) ( Clear
Receipt _ [Re: Description Return Quantity Unit Quantity Received Supplier Order Number
S9557  B7O0BA IBM ThinkPad Lagtops for remote employees | tEacH 2 1BM - 1306871385 AG-1350-P-07-0003

Olndicates an adjusted receipt quantity
@ TIP Use the Previous/iext navigation tool to make selections acrass multiple pages

(Cancel) (Clear Changes ) Step 1 of3 NEX()«

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Privacy Statemert

Capyright 2000-2005 Oracle Corporation. All riakts reserved.
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Step 2: Return Information

The Return Items: Enter Return Information page should be displayed at this time.

Shopping Cart Home Looout Preferences Help

Shop Requisitions

Find Receipt  Return Information  Review and Submit

ORACLE iProcurement

(Cancel) (Back|Step2 of 3 [Next)
Resn [ | of
Retun Material Authorization ||

((Cancel ) (Back]| Step 2 of 3 [Next)
Shop | Reguisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Heln

Privacy Statemert

Copyright 2000.2005 Oracle Corporation. All rights reserved

In the Comments field, enter any information pertaining to or explaining the reason for the
return Receipt.

Shopping Cart Home Locout Preferences Help.

Find Receipt  Return Information  Review and Subrmit

ORACLE iProcurement

((Cancel) (Back] Step 2 of 3 [Next)
e g
Return Material Authorization I:l

(Cancel ) (Back]| Step 2 of 3 [Next)
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Privacy Stetemert

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

Note: No entries in the fields on this page are required, but the Comments field is
highly recommended.

After entering your comments, please click the Next button.

Shopping Cart Home Logout Preferences Help.

ORACLE iProcurement

Find Receipt  Return Information  Review and Submit

Cancel ) (Back]|Step2of3 ‘@g «
e e 4 |
Return Material Authorization l:l

((Cancel ] (Badk| Step 2 of 3 [Next)

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Capyright 2000-2005 Oracle Corporation. All riakts reserved. Privacy Stetemert
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Step 3: Review and Submit

The Return Items: Review and Submit Return page should be displayed on your screen.

Shopping Cart Home Looout Preferences Help

Shop Requisitions m

ORACLE iProcurement

Find Receipt  Retumn Information  Review and Subimit

Return ltems: Review and Submit Return
Cancel ) (Back|Step3of3 (Submit)

Receipt Description Quantity Returned Unit Quantity Received Supplier Reason Return Material Authorization Comments
29667 |BM ThinkPad Laptops for remote employees 1 EACH 2 |BM - 130871985 ‘Wrong Laptop
Cance| Back | Step 3 of 3 (_Submit
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help %
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

Please review your changes to ensure accuracy. If you need to make additional changes or
corrections to the Receipt, click the Back button. After confirming changes, please select
the Submit button.

Shopping Cart Home Looout Preferences Help

Shop Requisitions m

ORACLE iProcurement

Find Receipt  Retumn Information  Review and Subimit

Return ltems: Review and Submit Return

Cancel) (Back] step 3 of 3 (Sub) «
Receipt Description Quantity Returned Unit Quantity Received Supplier Reason Return Material Authorization Comments
59567 IBM ThinkPad Laptops for remote emplayees 1 EACH 2 [BM - 130871585 Wrong Laptop |

Cance| Back | Step 3 of 3 (_Submit

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. A1l rights reserved Privacy Statemert

The Return Items: Confirmation Details page will be displayed. A confirmation message will
appear across the top of this page ensuring your returns have been submitted.

Shopping Cart Home Logout Preferences Help.

ORACLE iProcurement

‘ El Confirmation
Your retums have been submitted

Return ltems: Confirmation Details
Receipt  Description Quantity Returned Unit Quantity Received Reason  Return Material Authorization Comments
29687 |IBM ThinkPad Laptops for remote employees 1 EACH 2 “Wrong Laptop

Return to Receiving
Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. Al rights reserved Privacy Statemert

You can track the Status of your Receipts by clicking on the Glasses icon, € | for a
specific Receipt in the My Receipts at a Glance section of the Receiving page.
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ORACLE iProcurement

Shopping Cart Home Lociout Preferences Help

shop Requisitions m

Search | ltems to Receive v || Find by Reguisition Number +

Receiving
Select the receiving action you want to perform

+ Receive ltems
s Return llems

s Correct Receints
» Wiew Receipts

Requisitions to Receive
Click Receive to create receipts for the items on the reguisition.

Requisiti R D ip Supplier
B7OB4 IBM ThinkPad Laptaps far remate employees IBM - 130871985
B7024 Contract to maintain grounds of local reserve MARC PERKINS

My Receipts at a Glance
Click View Details to view receipt details.

Receipt ltem Description

S9674  Contract to maintain grounds of local reserve 21-Nov-2006  20-Now-2006

S0B72  Contract to maintain grounds of local reserve 17-Nov-2006  17-Now-2006
SOBE7  IBM ThinkPad Laptops for remote employees  16-Nov-2006  14-Now-2006

Shop | Requisitions | Receiving | Shopping Cart | Home | Logout | Preferences | Help

Receipt Date Transaction Date Supplier
MARC PERKINS  Approved by FFIS na

MARC PERKINS Approved by FFIS =
IBM - 130871985 Approved by FFIS A

Full List
Order Number Receive
AG-1358-P-07-0003 @z

AG-1358-P-07-0002 &=

Full List )

Receipt Status  View Details

Capyright 2000-2005 Oracle Corporation. All riakts reserved.

This brings up the Receipt Details page on your screen. The

Receiving Process

Receive

Record receipt of the items you ordered, or
receive on hehalf of others

Receive ltems

Return
Need to send items back ta the supplier?
Return tterms

Correct
Didl you record the wrong receipt quantity?
Correct Receipts

View

View receipts with all associated returns
and corrections

Wiew Receipts

Privacy Stetemert

return Receipt in this example

can be viewed on the Receipt Details page in the Transaction History section.

Shopping Cart Home Locout Preferences Help

shop | Requisitions m

Transaction
Receive ltems
Return to Supplier

Return to Receiving

ORACLE iProcurement
Receipt Details
Receipt 59667
Requisition 67064
Description  IBM ThinkPad Laptops for remote employees
Receipt Date  16-Nov-2006
Supplier IBM - 130871985
Crder Type  Purchase
Order Number  AG-1358-P-070003
Wayhill
Packing Slip
Comments  So far we've only received the first two laptops. Invoice #932749074

Transaction History
Met Quantity Received 1
Criginal Receipt Quantity 2

Quantity Unit Transaction Date

2 EACH 14-Nov-2006 17:00:00
1 EACH 28-Nov-2006 09:33:59

Shop | Reguisitions | Receiving | Shopping Cart | Horne | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. Al rights reserved

Transacted By
REQUISITIONER, DAVE
REQUISITIONER, DAVE

Return htems ) ( Correct Receipt ) (Done

Receipt Status
Appraved by FFIS

(Return Items | [ Correct Receipt ) ( Done

Privacy Statemert
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Conclusion

You have reached the end of the 1AS Release 3.0 Desktop User Guide. This guide was
designed to provide an understanding of the basics of navigating through the Requisition
Management and Receiving modules.

Attached at the end of this document are a few of the diagrams and flow charts that may
have been too small to see. Please refer to them in their full-sized, printer-friendly format
below.

Additional Resources

IAS Help Desk

If you need assistance with the IAS system, you can contact the IAS Help Desk via the IAS
Help Desk web site at www.iashelpdesk.com. You can also call them at 1-866-1AS-8686
or send them a message via email at support@iashelpdesk.com.

IAS Portal Site

Procurement Systems Division's IAS Customer Service Team maintains the IAS Portal site
as an information resource for the IAS User Community. This frequently-updated site is a
rich repository of information containing IAS News Updates, System Updates, Quick Tips,
FAQs and other useful user tools. Visit this site at http://www.ias.usda.gov soon, and make
it part of your IAS "toolkit."
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DOCUMENT FLOW WITH APPROVAL HISTORY MESSAGES

The following diagram indicates the points in the approval process that update the Document Approval History.

Approver Process Action Notes | Status

Comments

| In Progress |

Q
@i

The Requisitioner submits and forwards the document | The allocation of funds is approved and the
in a single step. The system processes this as two
actions, creating two messages.

Submit Requisition

[Requisitioner Name]

|  Pre-Approved | |

Pre-Approved | |

Approve Funds

[Funds Approver Name]

[Requisitioner Name]

approved.

Requisition attains a status of Pre-

Pending FFIS Approval

Financial Interface

‘When Financial Interface displays as
the approver and no action or note is
displayed, the award document is
pending approval from FFIS.

Approved by FFIS

Financial Interface

Once approved by FFIS, the
Requisition status updates from Pre-
Approved to Approved

Create Award

After FFIS approval the
Requisition is routed to the
Acquisition Module. A
Contracting Officer may
then create an Award
document. Contracting
Officers are not shown in
the Approval workflow.

If the document is rejected in FFIS, yet remains Pre-approved, any of the following messages may also appear
in the Document Approval History.

Notes | Status

Approver

Pre-Approved

Error: [Description]

FFIS Error

Financial Interface

When an error occurs the Requisition is
rejected by FFIS. Financial Interface is
identified in the Document Approval
History as the Approver. A description of

Awaiting EM Action

Error Manager

When Error Manager displays as the
approver and no action or note is
displayed, the award document is
pending action from an Error

Pre-Approved Pre-Approved

Override

Retry

Override

[EM Name] [EM Name]

For Retry and Override actions, the action displays Approved and the
message displays the action taken by the Error Manager. The document
is then routed back to FFIS for final approval with the corresponding
message as shown above. The workflow resumes from that point.

Rejected

Reject

Retry or Override

[EM Name]

When the Error Manager executes a
Reject, the Requisitioner must update
the document. The workflow
resumes from that point.

the error is entered into the Notes of the
Approval History. If the status of the
Requisition is Pre-approved the action
will be required by an Error Manager.

Manager yet to be identified.

Comments

| Rejected |

| In Progress | i
|
|

Error: [Description]

If the document is rejected in FFIS, and
also has a status of Rejected, the
following messages may appear in the
Document Approval History.

Action | Notes| Status

Review \ Modify

Process

FFIS Error EM Review

Financial Interface

If a Requisition is rejected by FFIS with a
status of Rejected, action is required by the
Requisitioner. A summary of the error is
given in the Document Approval History.

Review\Modify Requisition

[Requisitioner Name]

After the Requisitioner has taken action i The Error Manager may still
and re-submitted the Requisition the | review the error message
status will be updated to In Progress. iand be contacted by the
The workflow then resumes. i Requisitioner for assistance.

Comments | Approver




Cancelling Requisitions
At Different Stages in the Requisition Process

Pre-Order Number Post Order Number

Has an Order
Number been
generated?

Has Budget
Approval been
granted?

Has the vendor
been paid?

Cancel . . Does a Receipt
Requistion YES

YES Requisition can not be
cancelled.

A __.

E s
==p

T

W

T

=T

Requisitioner

. Contracting Officer Receiver
cancels Requisition

Budget Approver
cancels Award returns Receipt

cancels Requsition
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